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Quick Reference Guide for NF-1735 
Supervisor and Training Coordinator 

Approval Roles 



You have been designated as an approver for NF-1735s in SATERN.   
You will first get a notice via email informing you that you have an action in SATERN. 
 
 
 
Date: Wed, 21 Jun 2006 11:32:30 -0400 (EDT) 
From: NASA-satern@nasa.gov 
To: rebecca.d.howlett@nasa.gov 
Subject: Initial Approval Approval Required for doe john 
X-Proofpoint-Spam-Details: rule=notspam policy=default score=0 mlx=0 adultscore=0 adjust=0 reason=mlx engine=3.1.0-
0606200000 definitions=3.0.0-0606210004 

doe john  
 
Has requested the following activity for approval:  
 
External Learning Request: Coaching  
Start Date/Time: 7/26/2006  
End Date/Time: 7/26/2006  
 
The requestor's comments:  This is on my IDP. 
 
You are listed as an approver in the Initial Approval step of the approval process.  
 
Please go to the Approvals section of the SATERN LMS at your earliest convenience to examine this request. If you have 
any questions about the approval, please contact the learner requesting the activity, or your training coordinator or training 
office.  
  
 
 

Log into SATERN (https://satern.nasa.gov) to review the NF 1735 and approve or deny the request. 
 If you are using a Macintosh, please use the following web browsers:   

  Safari (version 1.2+) and also Mozilla (version 1.6+).   
  Mozilla also requires a java plug-in.  Refer to the SATERN log-in page for more information. 

 



 
 
On your SATERN home page, you will have an Alert message.  Click on the colored text to navigate to 
the Approval screen.  You may also click on the Approvals submenu link (under the Personal tab).



 
 
To view the NF-1735, click on the title of the course.   



 
 
To view the NF-1735, scroll through the form.    
To make changes, click “Edit this Request”.   
  Training Coordinators:  You should scroll to the signature block to verify the supervisor name. 



 
 
This is the NF-1735 in “edit mode”.   
You may add comments that would clarify or justify the training request. 



      
 
Note:  If you view the NF-1735, Section E displays the full approval route.   
You do not need to fill in this information.  The information will automatically be generated by 
SATERN once you approve the NF-1735. 



 
 
If you make any changes to the NF-1735, click [Apply Changes] to save. 



 
 
If needed, a copy of the NF-1735 can be printed from this screen.   
Note:  After approving an NF-1735, it will no longer be viewable by you.  



 
 
Note:  If you view the NF-1735, Section E – APPROVALS displays the full approval route.   
You do not need to fill in this information.  The information will automatically be generated by 
SATERN once you approve the NF-1735.



 
 
Click the   Back  link to return to the Approval Screen. 



 
         
             Click the Approve circle and then click the [Next] button. 



 

 
                
                     Click the [Next] button. 

Type in any remarks that you want the 
employee or the next approver to see.   
The text will show up on the email 
notifications sent to approvers.  
It will not show up on the NF-1735.   



 
 
                    Click the [Confirm] button. 



  

 
 
The NF-1735 will now move to the next Approver in the Approval Route. 


